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1. 

General Schedule A is authorized for use by 
all Anne Arundel County Boards, Commissions, 
Committees, Councils, Departments, etc., whic|h 
do not have specific records retention 
schedules. This schedule indicates minimum 
retention periods for the records listed. 

Schedule A does not supersede any official 
schedule already in force nor does it negate 
the requirement to schedule records not 
specifically itemized on this schedule. If 
additional records are maintained a unique 
schedule for each Board, Commission, etc., ca|n 
be initiated through the Records Management 
Officer. 

The authority for this schedule is contained 
in the Anne Arundel County Code 1989, Title 
Sections 2, 7-102, (a) , (b)2. 

Additional information on the Anne Arundel 
County Records Management Program can be 
found by contacting the Records Management 
Division. 

General Accounting Records 

Counter Cash Books 
Delivery Orders, Receipts & Receiving 
Reports 
Expense Reports 
Gasoline Tickets 
Paid Bills, Vouchers and Invoices 

(Continued) 

R e t a i n f o r two f i s c a l 
y e a r s t h e n d e s t r o y . 

Schedule Approved by 
Records Management Officer 

Date Signature 

Schedule Approved by 
Chief Administrative Officer 

Signature 

Schedule Approved by 
Agency, or Division Representative 

Schedule Approved by 
State Archvist 

Date Signature 

M A R Y L A N D 
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1. (Continued) 
Receipt Books and Receipt Copies 
Requisitions and Purchase Orders 
Mileage Reports 

r 
R e t a i n f o r two f i s c a l 

; y e a r s t h e n d e s t r o y , ' 

2. Special Accounting Records 

Audit Reports Permanent. 
Periodically 
transfer to Md. 
State Archives 
(MSA). 

3. Budget Records 

Annual Budget Submissions 
Monthly budget printouts 
Workpapers 

Retain annual sub
missions for five 
years, then 
destroy. Retain 
all other papers 
for two years, 
then destroy. 

4 Meeting and Hearing Minutes 

Minutes of meetings and hearings of boards, 
commissions, committees and councils which 
generally document their proceedings and 
actions. 

Retain in office 
three years, after 
transcription, 
then microfilm 
and retain film 
permanently. 
Periodically 
transfer to MSA. 

5 Unofficial Personnel Files 

Files contain information on current 
employees. Files may contain but are not 
limited to copies of applications, annual 
reviews, reprimands and disciplinary actions 
awards, doctor slips, accident reports, 
resumes, etc. 

Screen annually 
and destroy that 
material no 
longer needed for 
current reference. 
Retain remaining 
items for two 
years after 
termination, then 
destroy. 



ANNE 
ARUNDEL 
COUNTY 

M A R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 

Schedule No. 
C-740 

Page No. 

3 of 5 
Item No Description Retention 

Leave and Time Sheets 

This file contains office copies of employee 
annual leave and daily time recordings. 

FLSA 

This file contains original time recordings 
for all employees, by each department. 

General Correspondence & Administrative File 

Subject arrangement of original incoming 
letters, copies of outgoing letters, 
memoranda, studies, reports, directives, 
policies, and other material related to the 
administration of the division. 

Reports and Publications 

This file includes all reports and publica
tions issued by any element of the Anne 
Arundel County Government including but not 
limited to boards, commissions, committees, 
etc., which document some action or 
recommendation of the originator. 

Retain for one 
year, then 
destroy. 

Retain for four 
years, then 
destroy. 

Screen Annually, 
and destroy that 
material no longer 
needed for current 
business. Retain 
all other material 
for 3 years, then 
destroy. 

Directives, 
policies, and 
other material 
related to the 
planning and 
policy of the 
development of 
the division 
retain permanently 
for eventual 
transfer to the 
Md. State 
Archives. 

Issuing -Of c Re ta in 1 copy 
Permamently; pe r i o i ca l l y 
t r a n s f e r pemanent records 
to MSA,Al l - others Retain 
un t i l superseded o r u n t i l 
no longer needed; t h e n 
d e s t r o y . 
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Fixed Assets File 

Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/Stolen forms (office copy) 
Surplus forms (office copy) 
Transfer forms (office copy) 

Retain fixed 
asset printout 
for one year, then 
destroy. 
Retain all other 
completed forms 
for three years, 
then destroy. 

Zoning Petition Files 

File arrangement by case number, by street 
name within election district, and alphabet
ically by petitioner's name. 

A zoning file contains all of the official 
documents produced as a result of a zoning 
action such as reclassifications, special 
special exceptions, variances, or special 
hearings. A file may contain the following 
order of the Zoning Office, the individuals 
petition with attached plat or plats, the 
advertisement of the hearing as it appeared 
in a newspaper, a certificate that posting 
of the property has been accomplished, and a 
copy of the cashiers receipt for the 
advertising costs and filing fees paid by thfe 
petitioner. In addition, should the case have 
been appealed to the Board of Appeals or to a 
court, the file would contain a letter of 
appeal by either the petitioner or the 
protestant, and the orders of the Courts and 
the Board of Appeals. 

Each zoning file is contained in a manila folLder 
which has been identified with a case number 

Zoning Violation Files 

Permanent. 
periodically 
transfer to MSA. 

The zoning violation file consists of a 
manila folder identified by the information 
noted above. The folder contains all of thej 
official documents relating to an alleged 
violation of the Zoning Regulations. 

(Continued) 

Permanent with 
periodic transfer 
to MSA. 

M A R Y L A N D 
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(Continued) 
A minimum file would contain a letter of 
complaint to the Zoning Office; a building 
inspectors report of the alleged violation; 
a summons issued by the Zoning Office to the 
property owner; a copy of the Zoning Offices 
order; and a receipt acknowledging the 
Zoning Offices order. In addition, the folde: 
would also contain whatever additional 
documents, such as photographs, which had bee 
introduced into the case should it have been 
appealed to the Board of Appeals or courts. 

Permanent 
with periodic 
transfer to MSA. 
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